
Setup Email in Outlook 2010 

 
1. Click the Start menu.  

2. Select All Programs.  

3. Select Microsoft Office.  

4. Click Microsoft Outlook 2010.  

 
 



5. The Outlook Splash screen and Microsoft Outlook 2010 Startup wizard windows appear.  

 

6. Click Next.  
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7. The Account Configuration window will appear, select "Yes" to configure a Microsoft Exchange email account.  
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8. On the Add New Account window:  

9. Your name will populate as long as you are logged into the computer under your user id and password. 

10. Click Next. The system will automatically find the server settings. 
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1. A successful connection to the server will produce a confirmation window. Click Finish.  



 

11. Outlook will launch for the first time and ask for your preferences in regards to updating Microsoft Office.  

1. Select the Use Recommended Settings radio button.  

1. Click OK.  
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